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OFFICE OF PERSONNEL MEMORANDUM NO® 20=802-2 

SUBJECT* Determining and Recording In- and Out-Casual Status of 
Employees 


1* General* 

The Processing and Records Division (PKD) is responsible for 
establishing and maintaining necessary records concerning staff employees 
who are assigned to positions on foreign field tables of organization 
(T/O) but who are in an in- or out-casual status for training* transports- 
tion, or similar purposes « 


2 a Definitions* 
a® In«casual 


An esnplcyeo who continues to encumber a position on a foreign 
field T/O after having returned to the United States on a .permanent 
change of station (PCS) 0 

bo Out-casual 

An employee who is assigned to a position on a foreign field 
T/O but is actually performing duties or training in the United States 
or has not departed from the continental U® S 0 for his overseas 
assignments 

3« Procedures* 

a® Identification of In-casuals s 

(X) Central Processing Branch (CPB) will Initiate Form No,, 
37-200* IN- AND OUT -CASUAL STATUS RECORD, (attachment) for each 
in-casual tdio reports to headquarters and will transmit this 
form to Transactions and Records Branch (TRB) in triplicate® 

(2) TRB will record the individual 2 * * 5 s status as in-casual 

in the Position Control File, and distribute the Form No® 37*200 
as follows* 

(a) Original » Official Personnel Folder 

(b) One copy - Machine Records Division, Office of 
Comptroller 
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C©3 0P8 c m - Finance or Fiscal Division, Office 
ox as appropriate 

i" I 1 * 0m ° 8 <* O^PtKOlor 
Wjli fee formrdfed dally fay tnnsudtt«l aanaramda 
addressed to the appyopriafe Divisions., 

b« Rasamsi free* 3fe«oaan*iX Status# 

j, , . . receipt of an fflfprojnriiit© personnel, action. trb TriTC* 

*“«*£• *«ml of an inUc^tetns^ iS«Sw 

St?»“ This iSf 

in para graph 3&(2)* *bw* 0 " ^^rltmted *e ixuttrated 

. ^P 13 r8ce? P t ot on appropriate p(srronn<tiL action effect w 
^pototeent or Trmmlgmank to a position on a foreign f laid i/of 

F f° fl 86 » 37-200, la triplicate,, placing the ’ 

«»i» sbenjjB^m b?w«d«d 

xii a osxtf&on Cc^f»ivxl File aud 1>he Foim - * 

« Seated, in paragraph *<“ £Uf* 37 ^°° 

do Removal. from. Out-caoual Status t- 

When 0PB has established a definite' date of doaerfenM #w. 
i&e continental Halted. States, Ibra $b a ¥i «& 00 isill *»' &cy»r i -DL* 

ff* 8 ?"?* "**"« »• *<t. a* s™ "SiSLSS^fe 

Si *****“» from. the ooBMawxtsi Halted StSSsT” £?s 

£“fj .S^hSISiw ^ 4 ln . ti! ® p o®itlm t-oaircil File and W 
° 37-200 distribute as indicated in paragraph ja(2), abeva 0 

hi Reporting 3 

m o?”ibf!j ,J !3^ ,S , SM:' (Ms; *m a ^ 

i t 3H OX O.f #5Q}l CflQ<V9fliA3? IftOfi&h 4-lnv.i 

f £?-?? , ^r? 8 *1 ?£?“? ot 4118 ««eSw udSte&^sfr 

of IwlSr* 2d th. th, 0ff:h» 

•fv ■ : 

f records list of Ijv-easw alsa indica ting imjei® 

ignxuca&iflUj and beginning date of 3i*»«0uai atefcaso * 

(f) 1 *raehine records list of wto~mn41a. indict •?«<-, „ cm „ 
organisation, and beginning date of onb^al ^ ? 

b t , These n^orts shall be distx-ibir^d as follmmts 

CD Caj|slet« report to the issistant mrector for Bmmamti. 

(2 j Cer%>?.et9 repert to the Chi-of ;> F?i:o 
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respective jralsdioUaa to eaoi oj. we * 

Deputy Directors (AdniUristratKm), 0 
(Plans) 

iisjjiartant Director fa? aomuaioationg 

Director of Training 


bis 

and 



Attachment 


hm 'd£> ' 


.. Haloora 

Des 6^ii5uuai Diaraeka* 
far Personnel 
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